
Welcome to the Wisconsin Department of Public Instruction’s training module on 
the Private School Choice Programs. We will refer to the Private School Choice 
Programs as “Choice” or “Choice program” throughout this training. The Choice 
program is governed by Wis. Stat. §§ 119.23 and 118.60, as well as Wis. Admin. 
Codes ch. PI 35 and 48. Provisions of this training module are subject to statutory 
and rule changes.

This training module will discuss the Notice of School’s Intent to Participate (ITP).
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The Choice Administrator is defined as an owner of the school or an individual 
appointed as the school’s administrator by the school’s governing body.
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New Schools:  To request access to OAS, the new school’s Choice administrator must email the 
information below to privateschoolchoice@dpi.wi.gov. The new school’s Choice administrator 
should send the email with the information from his or her school email address (not from a personal 
email address) as this is the email address the DPI will use for communication going forward for 
the Choice program.

1. Private School Code: See the Private School Directory for the code. Schools may also 
access the directory from the Private School Choice Programs homepage (fourth from 
the bottom on left menu bar). Schools that do not have a private school code may 
have been required to meet certain requirements by the prior August 1 to be eligible 
to participate in the Choice program in the upcoming school year. See the school 
registration page for additional information.

2. School legal name: The school’s legal name should match the school’s name in the 
Private School Directory. If the school’s legal name is not correct in the Private School 
Directory, please also indicate this in the email, and the DPI will provide next steps.

3. School’s Choice administrator legal name: Include the Choice administrator’s first and 
last legal name.

4. School’s Choice administrator phone number: Include school phone number for 
administrator.

5. Request statement: A statement that the Choice administrator is requesting access to 
OAS for the new school to complete the ITP for the upcoming school year.

The DPI will provide OAS user access information to the new school’s Choice administrator that 
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the administrator may use to sign into OAS and submit the ITP. Choice administrators of 
new schools are also required to complete online trainings and two quizzes, but do not 
have to complete the trainings or quizzes prior to submitting the ITP in OAS. Please refer 
to the School Registration Information webpage for the date by which the trainings must 
be completed. Please also see the New School Training Requirements section of this 
document for additional information.

Continuing Schools:  To access the ITP form in OAS:

1. See below for the username a continuing school should use to sign in. 

• For schools that participate in the Milwaukee Parental Choice Program 
(MPCP) and other programs, the school must use its MPCP OAS 
username and password to complete and submit the ITP form for the 
upcoming school year. 

• For schools that participate in the Wisconsin Parental Choice Program 
(WPCP) and Racine Parental Choice Program (RPCP) but not the 
MPCP, the school must use its WPCP OAS username and password to 
complete and submit the ITP form for the upcoming school year.

• For schools that participate in one Choice program (MPCP, RPCP, or 
WPCP), the school must use that OAS username and password to 
complete and submit the ITP form for the upcoming school year.

2. Next, click “Intent to Participate” on the left OAS menu bar.

3. The school may indicate it will participate in one or multiple programs when 
completing and submitting the ITP form in OAS for the upcoming school year. 
The school is not required to participate in the program under which it submits 
the ITP if the school does not intend to participate in that program for the 
upcoming school year.

4. Designees for the school may enter information in the ITP form in OAS, but 
may not submit the form.
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Intent: Schools indicate in the ITP if they will or will not participate in the Choice program
in the upcoming school year.

Cover Letter: Schools must read the Cover Letter Regarding School Registration and 
indicate they have read the letter when completing and submitting the ITP in OAS. The 
cover letter contains information detailing the requirements for schools to register to 
participate in the Choice program.

• Schools new to the Choice program should read the letter under the “New Schools” 
column.

• Schools continuing in the Choice program should read the letter under the “Continuing 
Schools” column. Continuing schools are schools that are currently participating in the 
MPCP, RPCP and/or WPCP. 

Checklist: Schools must read the School Registration Checklist and indicate they have read 
the checklist when completing and submitting the ITP in OAS. This checklist was created to 
assist schools in ensuring all registration materials are completed and all required 
information has been submitted to the DPI by the deadline. We encourage all schools to 
use the registration checklist as a way to keep track of school registration requirements. 
The checklist does not need to be submitted to the DPI.
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New schools will be required to enter the general school information in the ITP. The ITP 
for continuing schools will pre-fill this information, and continuing schools may update 
the information as needed. 

School Legal Name
• The school name must be the school's legal name and should match the school's name 

in the DPI Private School Directory. Schools may access that directory at Private 
School Directory. Schools may also access the directory from the Private School 
Choice Programs homepage (fourth from the bottom on left menu bar). If the school’s 
legal name is not correct in the Private School Directory, please email 
privateschoolchoice@dpi.wi.gov, and the DPI will provide next steps.

• If a new school’s name needs to be updated in OAS, the school’s Choice administrator 
must email privateschoolchoice@dpi.wi.gov and request the school name be updated.

• If a continuing school's name needs to be updated in OAS, the school must complete 
and submit a School Information Update Form at School Submitted Reports and 
Forms.

School Phone Number
• The school phone number will be the number in the Online Parent Application and on 

the MPCP, RPCP, and/or WPCP List of Schools for the upcoming school year at 
dpi.wi.gov/choice.

Federal Employer Identification Number (FEIN)
• In order to process state aid payments under the state financial accounting system 
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(STAR), all schools must provide the DPI with their school's FEIN.
• If the school is new to the Choice program and does not have an FEIN, the school may 

enter TBD.
• If a continuing school has a change to their FEIN, the school should contact the DPI as 

this change may affect the legal structure of the school and the Choice participation 
requirements.

School Aids Register Agency ID

• This Agency ID is used to make payments to the school. 

• Schools may access their Agency ID in the Aids Register. Enter the school’s legal entity 
name in the Aids Register Agency Name box, click in the Agency ID box, and the Agency 
ID is automatically displayed.

• If the school does not have an Agency ID, the school may enter TBD.

School Organization Status
• Schools will indicate their organization status of For Profit or Not for Profit.
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Schools will provide the school mailing address and school location information in the ITP. 

New schools will be required to enter school location and address information in the ITP. The ITP 
for continuing schools will pre-fill this information, and continuing schools may update the 
information as needed. 

Schools will provide the school mailing address where the DPI should send general correspondence 
to the school. The school’s mailing address is not displayed in the Online Parent Application or on 
the school lists at dpi.wi.gov/choice unless the mailing and primary location are the same address.

Schools will provide the primary location address for the school. The primary location address is 
the main address the parent sees in the Online Parent Application for the school and is identified in 
the application submission confirmation screen as the place where the parent should bring the 
required supporting application documentation. For some schools, the primary location and mailing 
address will be the same address.

Schools with multiple locations will provide the address(es) of any other locations for the school. 
Additional location addresses are displayed when parents click “other locations” in the Online 
Parent Application for the school.

The primary location address is the first address listed on the school lists at dpi.wi.gov/choice. 
Additional location addresses are included in “Other locations” on the school lists. 

The school may enter an optional description for each location. This description is used for internal 
purposes only and will not be included in the Online Parent Application or on the school lists at 
dpi.wi.gov/choice. Examples: Elementary School, Middle School, High School, etc.
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New schools will provide the Choice administrator information in the ITP including his or her 
school email address and personal mailing address. The ITP for continuing schools will pre-fill 
this information and continuing schools will update the information as needed. 

If a Choice administrator is determined to be a disqualified person, the disqualified person 
order will be sent to the personal mailing address in the ITP. Therefore, it is important that the 
Choice administrator identify a mailing address other than the school address so that they 
receive the order and have the ability to appeal the order, if applicable.

New schools: The Choice administrator must also identify if he or she has at least a bachelor’s 
degree from an accredited institution. If the Choice administrator does not meet this 
requirement, he or she cannot be the Choice administrator unless they have a DPI teacher or 
administrator license. If the individual has an administrator or teacher license issued by the 
DPI, he or she should enter the license number in the ITP. If the Choice administrator has the 
required degree, he or she must enter in the information for their degree.

Continuing Schools: If the school’s choice administrator needs to be updated, the school’s new 
Choice administrator must complete trainings and quizzes and email a completed and signed 
Choice Administrator Authorization and Update Form to PrivateSchoolChoice@dpi.wi.gov
prior to completing the ITP. The form is available at School Submitted Reports and Forms. 
Links to the training materials can be found on the following webpage: Choice Administrator 
Training and Access to OAS.
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In the ITP, the school identifies the Choice programs the school would like to participate 
in. The school may choose to participate in one or more programs. Schools may not add a 
program after the due date of the ITP.

The determination of which program a student is eligible for is based on where the 
student resides. Students who reside in the city of Milwaukee are eligible for the MPCP, 
students who reside in the Racine Unified School District are eligible for the RPCP, and 
students who reside in Wisconsin but not in the city of Milwaukee or the Racine Unified 
School District are eligible for the WPCP.

Information regarding the Choice programs may be found at Private School Choice 
Programs. Schools may also click on “Information for Schools” and “Statutes and Rules” 
on the left menu bar of this webpage for additional information.
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For each Choice program, the school must identify which of the open application periods 
the school will accept applications. Students may only apply to a school during a 
participating private school’s open application periods.

MPCP has open application periods from February through January. RPCP has available 
open application periods from February through September. If the last day for any of 
these open application periods falls on a weekend, the final day of the open application 
period is extended to the following Monday. The last day of the December-January 
application period may be earlier depending on the date for the 2nd Friday in January. 
Please also note that the April open application period for the MPCP and RPCP may end 
on a different end date than the WPCP open application period. Schools should see the 
“School Verification of Application” section of the Application Process Bulletin for the 
specific dates of the application periods for the upcoming school year. The specific dates 
for the application periods for each program will also be in the ITP that the school 
completes for the upcoming school year.

Schools participating in the MPCP or RPCP may choose all or some of the open 
application periods. The school will not be able to amend the open application periods 
after the due date of the ITP.

The WPCP only has one open application period available from the first weekday in 
February to the 3rd Thursday in April. Schools participating in the WPCP must select this 
open application period.
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MPCP schools have the option to have open application periods for the second semester. 

MPCP schools may want to consider offering open application periods for the second 
semester to fill seats of Choice students who do not attend the school or withdraw from 
the school during the first semester. 

The school should also consider if it would like to have students start at the school in the 
second semester. If the school accepts applications during the October, November and/or 
December open application periods, the students must begin attending the school by the 
2nd Friday in January to be eligible for a Choice payment. If the school does not finish first 
semester exams until the third week of January, the school may not want to accept 
second semester students.

MPCP schools with October, November, and/or December application periods may 
determine if the student begins attending before the end of the first semester.

Another point to consider is that first semester applications may be determined ineligible 
when the auditor completes the September Enrollment Audit. If a student application is 
determined ineligible, accepting applications during the December open application 
period will allow for the school to accept a second semester application for a student. If 
the student meets the count requirements for the second semester and has an eligible 
second semester application, the school would receive Choice payments for the student 
for the second half of the school year.
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When deciding which open application periods the school will accept applications, the Choice 
administrator should consider several points. First, the income eligibility determination, if the DPI 
method is used, is based on the prior year income. The school may consider not having a February open 
application period since many individuals have not filed their income tax return for the previous year by 
February. 

Next, the school will need to be available to accept application documentation and determine if the 
applications are eligible during any open application periods that are selected. For example, if no one is 
at the school during the summer, the school should not select the open application periods during the 
summer.

Another consideration point is the timing of Choice payments. Applications received from February to 
September are eligible for a full year Choice payment. Applications accepted from October to January 
are only eligible for half of the annual Choice payment. Schools will not receive a September payment 
for applications received in September. Instead, the school will receive half a year payment for the 
students in November.

The school will also want to think about how many Choice seats are available versus how many Choice 
applicants the school expects to have. If the school anticipates having more applications than seats 
available, it may want to consider having fewer open application periods. Schools are required to accept 
applications during all of the open application periods identified in the ITP. If all of the available Choice 
seats are filled, the school is required to establish and maintain a waiting list.

Finally, the school might want to consider the date by which it would like to have students registered. 
For example, if the school accepts September applications, the student may attend the school before the 
end of the September application period, but the school may not notify the family if the student is 
accepted in the school as a Choice student until the September application period ends. 
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Schools indicate all grades the school offers, grades offered for each program, and Choice seats 
available by grade level for each program in the ITP.

Grades Offered by School: Schools will indicate in the ITP each grade the school offers unless the school 
contracts with a public school district to provide educational programming for all students in that grade 
(i.e. K4 in a community based program).

Grades Offered for MPCP/RPCP/WPCP: Parents will only be able to apply, via the Online Parent 
Application, to the MPCP, RPCP, and/or WPCP to the grades the school indicates in the ITP for each 
program. Parents will not be able to apply to a program if the grade is not indicated for that specific 
program even if the school indicates the grade is offered by the school or for another program. The 
school may choose to offer the same grades for each program or may identify different grades for each 
program. Please also note that the school may choose to participate in a program for some (i.e. not all) of 
its grades. However, the school must accept students for any grades indicated in the ITP for each 
program. For the MPCP and RPCP, grades offered for the program may be changed prior to an open 
application period by submitting a School Information Update Form at School Submitted Reports and 
Forms. The form must be submitted to the DPI at least one business day prior to the start of the open 
application period. WPCP schools cannot add grades on or after the first weekday in February (i.e. the 
start of the WPCP application period). 

Choice seats available by grade level for MPCP/RPCP/WPCP: Schools enter the number of Choice seats 
available by grade level at the school for each program. Schools should take into account any returning 
students when determining the number of seats and must not exceed any capacity limit for the facility. If 
the school indicates fewer spaces available in a grade than the number of returning students for the 
MPCP, RPCP or WPCP, some returning students will not receive a seat and will be placed on a waiting 
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list. For new schools and continuing schools with a surety bond, the ITP will calculate the 
school’s estimated annual Choice payments based on the number of Choice seats, including 
summer school, the school indicates are available.

Information regarding setting and revising the number of Choice seats may be found in the 
Application Process Bulletin at School Application Processing. Schools should review this 
information prior to entering seat numbers. As a reminder for schools participating in the 
WPCP, WPCP schools must submit the Final WPCP Seats report in OAS indicating the 
number of seats available by grade level for WPCP students by the first weekday in May. In 
the report, WPCP schools may increase (not decrease) the number of WPCP seats available in 
a grade. 
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If the Choice administrator indicates the school will offer a 4-year-old kindergarten, or K4, program for 
Choice students, he or she must identify if the school will have a K4 program with outreach or without 
outreach. Schools should review the K4 Parental Outreach Bulletin available on the Choice Bulletins 
webpage to determine which program the school will offer. Schools that offer K4 with outreach must 
offer outreach for all programs if the schools participates in multiple Choice programs.

If the school has a K4 program where ALL students are enrolled in the public school district and 
attending the school (i.e. the private school receives payment from the public school district for ALL the 
K4 students that are attending the school), the school should not indicate on the ITP that the school 
offers K4. These students are considered to be enrolled in the public school and not the private school.

If the Choice administrator indicates the school will offer a five year-old kindergarten, or K5, program 
for Choice students, he or she must identify which K5 program or programs the school will offer. For 
schools participating in multiple Choice programs, the Choice administrator may indicate the school will 
offer multiple K5 programs and the K5 programs may vary by Choice program. For example, a school 
may choose to participate in all three of the Choice programs but only offer K5 for the MPCP and RPCP. 
The school may choose to offer the 1.0 and 0.5 full-time equivalent K5 programs for the MPCP and only 
offer the 0.5 full-time equivalent K5 program for the RPCP.

For 0.5 FTE K4 and 0.5 FTE K5, the minimum hours of instructions is 437 hours. The requirement for 0.6 
FTE,0 .8 FTE, and 1.0 FTE K5 is that the scheduled day must match the full day of first grade. For 
example, the 0.6 FTE K5 must have three full days that match scheduled hours in the day that the first 
grade program is scheduled, 0.8 FTE K5 must have four full days that match, and 1.0 FTE K5 must have 
five full days that match. 
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Student numbers entered for Summer School are included in the Surety Bond calculation.
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New Schools: Schools new to the PSCP are required to submit to the DPI one of the following by May 1:

• Surety Bond: A surety bond payable to the state in an amount equal to 25 percent of the total amount of 
payments the private school expects to receive under Wis. Stats. §§118.60 and/or 119.23 during the first 
school year the private school participates in the program under this section. If the school chooses the surety 
bond option, the school will be required to annually provide a surety bond by May 1 until the requirements 
to remove the bond are met. The DPI will email the Choice administrator the surety bond form with prefilled 
information for the school by early March. The school will need to work with its bond provider to complete 
the bond form and provide the signed bond to the DPI by May 1. Or

• DPI Budget & Cash Flow Report: Schools must complete the budget and cash flow report that will be posted to 
the School Submitted Reports and Forms webpage. The report must include the financial information for the 
entire legal entity of the school. The report must show that the school is financially viable and that the school 
has sufficient contingency funding. Financially viable means that the school is able to pay for goods and 
services, make debt service payments, and pay other obligations as they become due. Contingency funding is 
funding that will be used if the school’s actual enrollment is less than expected.

Training 3-5 available on the On Demand Training webpage provides information on the surety bond and the 
DPI Budget & Cash Flow Report options. During the required fiscal management training for new schools, the 
DPI will further explain the surety bond and DPI Budget & Cash Flow Report. See the school registration page
for information regarding when the required training will be held and how to register for the training.

Continuing Schools: Schools that provided a surety bond rather than a budget to meet the new school 
financial requirement option are required to annually provide a surety bond until the school receives written 
notification from the DPI that the school no longer is required to provide a bond. The school must provide a new 
bond based on the expected Choice payments entered in the ITP. The DPI will email the Choice administrator 
the surety bond form with prefilled information for the school by early March. The school will need to work with 
its bond provider to complete the bond form and provide the signed bond to the DPI by May 1. See training 3-5 
available on the On Demand Training webpage for additional information.
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If the school is participating in the MPCP or RPCP, the Choice administrator will 
indicate if the school will use the DPI voluntary random selection plan agreement 
or if the school will develop its own random selection plan. 

The DPI voluntary agreement is on the School Registration Information webpage. 

As a reminder, if the school develops its own random selection plan, the Choice 
administrator must provide the plan to the DPI as soon as possible because the 
plan needs to be approved by the DPI by the due date of the ITP.
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The Choice administrator will electronically sign the agreement page of the ITP 
indicating the school will comply with the Choice program requirements. If the 
school fails to comply with the Choice program requirements, the school may not 
be eligible to receive Choice payments or may be terminated from the Choice 
program. 

The Choice administrator is also indicating that he or she has read the statutes 
and administrative rules governing the Choice programs. 

Additionally, the Choice administrator is indicating he or she understands who a 
disqualified person is and that he or she may be a disqualified person if the school 
is barred or terminated from the Choice program. 
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If you have any questions about the information discussed in this training, please 
see the Private School Choice Programs homepage. The left menu bar of the 
Private School Choice Programs homepage has resources for both schools and 
parents. 

Choice schools may also contact the Choice team at 
privateschoolchoice@dpi.wi.gov, or call the toll-free number at 1-888-245-2732, 
extension 3 with questions.
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